N-FOCUS Major Release
Children and Family Services
March 20, 2011

A Major Release of the N-FOCUS system is being implemented on March 20, 2010. This document
provides information explaining new functionality, enhancements and problem resolutions made
effective with this release. This document is divided into four main sections:

General Interest and Mainframe Topics: All N-FOCUS users should read this section.

Electronic Application: N-FOCUS users responsible for case activity received through the Web
based Electronic Application should read this section.

Developmental Disabilities Programs: N-FOCUS users who work directly with DD programs and
those who work with the related Medicaid cases should read this section. Note: This section will only
appear when there are tips, enhancements or fixes specific to Development Disabilities Programs.

Expert System: All N-FOCUS users with responsibility for case entry for AABD/MED, ADC/MED, FSP,
CC, FW, IL, MED, and Retro MED should read this section.
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General Interest and Mainframe Topics

SSN Field (Change)

The SSN Field has been changed to accept numbers beginning with the number 8. This is being done
to coincide with new numbers being issued by the Social Security Administration.

Date of Death Field (Change)

When the Date of Death is entered on a Person Detail, if that person has Medicare Part A and B,
N-FOCUS will end-date these programs. The date that will be entered for these programs will be the last
day of the month that coincides with the person’s date of death.
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EA Rental Assistance on AABD Cases (Tip)

EA rental assistance is not an available benefit on AABD cases. Even though it is currently possible to
provide this benefit on N-FOCUS, please do not do so.

On-line Training Demonstrations (New)

The following new N-FOCUS On-Line Training Demonstrations are available with this release.

e Topic Area — Application Management

(0]

Electronic Application Processing

e Topic Area - Preventing Duplicate Persons

0 Preventing Du

plicate Persons Overview

O Basic Person Search

O Unborn Issues

To access these training
demonstrations, follow these
steps:

Select N-FOCUS
Help>How To...
Select the Access N-
FOCUS
Demonstrations
option on the
Contents page.
Click the
Demonstrations
link.

-Or-

= How Do I - Microsoft Internet Explorer provided by State of Nebraska B ol=lolx]
File Edit View Favortes Tooks  Help
@@v [ @i it CUISHOWDOTideFaul him =l x| [ eonae £l

8 How Do | |

¢ Favorkes

% - B - ) m - Page- Safety- Toos- @ 7

- Search - P

B e |, somen |
()

2| Access N-FOCUS Demonstrations

[ Access Citrix
[ Debit Cards
[ Dual Moritor Information
N-FOCUS Access schedue
Access N-FOCUS Demonstrations
03 Return to Previous N-FOCUS Window
[ Terms and Abbreviations
[ Use Help functions
[ windows Keyboard Shortcuts or
[ overview of the N-FOCUS Soundex
[ Voics Respanse Unit
[ ADMINISTRATION TASKS
() ADULT PROTECTIVE SERVICES
D ALErTS
[ cHARTS
() CORRESPONDENCE
() DOCUMENT IMAGING

To open the web site:

| o click on this link = Demonstrations

o enter the following URL in the address bar on your web browser.
http:/fwww2.DHHS state.ne.usebHelp/N-FOCUS/Captivate/

The site has instructions on how to view a specific demonstration.

Demonstrations of some of the N-FOCUS actions are available on the N-FOCUS Demonstrations web site

The demonstrations are organized by topic and the date the demonstration was released is in the right column

[ CLIENT BENEFIT INQUIRY Employment First

[ EXPERT SYSTEM Add an EF Case in Expart

() ELECTRONIC APPLICATION A in Expert

[IFcRs A e

() FINANCIAL MODULES Update, 1 an EF Case in Expert System

D SNAP WORKSHEET .

() INTERFACES The listing will grow as new demonstrations are added to the web site.
[ MASTER CASE 0341207

Release
03/12/2007
031272007
0311212007
03/12/2007

Enter the following URL address in the Address Bar on your Web Browser:
http://www2DHHS.state.ne.us/WebHelp/N-FOCUS/Captivate

The N-FOCUS Demonstrations window will display.

Click the View Demonstrations pushbutton.
Select the appropriate Topic and Title.
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Correspondence

School District Notice Letter (Change)

The following changes to the School District Notice Letter.
¢ When creating the letter, a Purpose must be selected.

Initial Custody

Child Placement

Parental Rights Term/Rel

Change Parental Involvement

0 Custody Ended

e The wording of the Letter will change based on the Purpose selected.

*  When a Placement is documented on N-FOCUS, the user will receive a pop up message
reminding them to create the School District Notice Letter.

e If School Attendance has not been documented when creating the School District Letter, the
user will be able to flow to Person detail to add the information.

e When entering the School District information for the letter, there will be an Out Select
arrow to the School District list.

e At the bottom of the letter the wording has been changed from “Send Copies to” to “Print
Copies for.”

* The Service Coordinator Name and Phone Number have been added to the Case
information provided in the upper right hand corner of the letter.

(0]
(0]
(0]
(0]

Preprint Billing Documents (Fix)

A problem was discovered after the November release in that N-FOCUS Preprint Billing documents
created in batch and online via the service authorization window could not be created if the Program
Case name had an Out of State address. This also affected Case Person Reimbursement Service
Authorizations. This problem was corrected for batch Preprint Billing Documents in January.

The problem for online billing documents created through the Service Authorization and Case
Person Reimbursements will be fixed with this release. This issue mainly affected Child Care cases
related to Child Welfare. If the Child Care Case has a Program Case Name that is out of state and an
assistance code of Without Regard to Income, the billing document will list the Primary Worker’s Office.

For Universal Caseload eligible cases, if the program case name is out of state, the billing document
will use the Lincoln Office as a default Office (this should be rare).

Alerts

The following new alerts and changes to existing alerts will affect both Assigned Cases and cases
within the Universal Caseload unless otherwise indicated.

Alert #361 Mail Received (Change)
The text for this alert has changed.

Alert Text - Mail has been scanned for persons in the Master Case. Documents may pertain to more
than one Program Case and to more than one Person. View by going to Document Imaging.
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Document Imaging

Print Bar Code - Generate Alert (Change)

The Do Not Notify indicator on the
Print Bar Code Sheet window has been Person

changed to read as Generate Alert. Name ANNIE INTERFACE

Number 39303043

When the Generate Alert box is Category [ [UNKNOWN] -
. i . APPLICATION
check, as in this example, an Alert will BACKGROUND CHECK
. . CHILD CARE AND SOCIAL SERVICES BLOCK GRANT
be generated to indicate a document CHILD SUPPORT
CONFIDENTIAL
has been scanned. CORRESPONDENCE
EDUCATION
EXPENSE
. . . HEARING
The default position for this option ID CITIZENSHIP AND RELATIONSHIP =l
will be to NOT generate an alert when ¥ Generate Alert
the Bar Code Sheet and attached Printer Options

& Use Default Printer " Select Printer

documents are scanned.
Number of Copies IT

| LCancel Help

Bar Code Sheet - Do Not Notify (Tip)

When the Bar Code Sheet is printed, the document will still have the Do Not Notify wording. If there
is an X after the Do Not Notify wording, this indicates an alert will not be generated. If there is not an X
after the Do Not Notify wording on the Bar Code Sheet an alert will be generated.

Developmental Disabilities Program

Program Cases Being Inadvertently Changed or Closed (Tip)

Recently a number of DDSC and DDAID Program Cases have been closed or changed inadvertently
when an assigned worker is taking action on a large Master Case in which there are a variety of Program
Cases present.

BE CAREFUL not to tamper with program cases for which you have NO responsibility. Although the
Department is transitioning to what is called a Universal Caseload system of work assignment, certain
programs will continue to Assign Program Cases to individual workers. Developmental Disability
Programs, such as DDSC & DDAID and other DD programs, APS and CFS as well as other Child Welfare
related programs included in N-FOCUS will continue to be assigned program cases. If you are making any
changes to a Master Case, even if you have responsibility for most of the program cases within, don’t
assume you can or should take action on any program cases other than those for which you know you
have responsibility.

If you have any questions about what your responsibility is, ask your supervisor. If there are still
guestions, you may contact Kate Mathias, Program Specialist at 402-471-8720 for assistance.
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Children and Family Services

Service Authorizations - Out of Home Contract Payments (New)

With the Child Welfare and
Office of Juvenile Services reform
now know as Families Matter, nine
organizations were created
specifically for tracking the reform
efforts. When creating a Service
Authorization for the nine
organizations listed below,
‘Contractor’ should be entered in
the ‘Payment To’ field. The search
results will list only those providers
tied to these 9 organizations.

When creating a Service
Authorization and the ‘Payment
To’ is ‘Provider’, the search results
will exclude any providers tied to
the nine specified organizations.

[ BTN - Fhtece Adtrorasion Dielsd —

Wip  Bctorm  Deisd  Gosc - Halp

fa [ [F

Piogiam  CFS MCE T ‘Hervice Awth HAR

Aepvice B asi Name
Aran FUT OF HOME MANTERANCE

_Auth Porseni Prvn &
G FRannAan
|

Paynen Ta; |Providre =

Disies
Uegln e-o-2001

End fozzpon —
ganisatisn
Prosddu

It Fa ' Yes

U Overdde Aatopay Ho

Listed below are the nine organizations and their Doing Business As Name.

]

[ 2 = =

1]
Ageney Oiice 1D
n:
CFS Service Clannification
| =}
™ Flauibie Fasids

Al atinn Fhe taid

Description...

Prandder s Flolsthr

Uniti sad Mates...

ORG ID

Doing Business As Name

07990655

Boys and Girls - Western Service Area

27764574

KVC - Southeast Service Area

32363530

KVC - Eastern Service Area

35602466

Cedars - Southeast Service Area

38691796

Visinet - Eastern Service Area

62421819

Nebraska Families Collaborative - ESA

74474791

Boys and Girls - Northern Service Area

90509831

Visinet - Southeast Service Area

96076236

Boys and Girls - Central Service Area
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Subsidy Reason Code (New)

A new option of At High Risk
for Future Disability is now
available for selection as a
Subsidy Reason on the Detail
Subsidy window.

This reason code is to be
used when the child has not
been diagnosed with a disability
but is at a high risk of developing
a disability in the future.

il M-FOCUS - Detad Sutricy = BITH
B i Get |
AR EEN

UPDATE
Chitd's Name LISA SIMPSON [ DRAFT
Typr |Aduption | = Pre Exinting Conditfon Consultation Point
Eligibility Infarmation
Beasen | | ) Age
Sibling group placed together
Plysical dizability

Behavioral disability

Emutionalfpsychiatic disabiliny
Mentalflearning dizabiliby

Needs to be adopied by present foster family

Streng Attachment o Currenl Caregheer
At Mﬁh risk ol dml#lg o disabil E I
nanffcient nfonmation

Determination [Eligible =]
Subaidy Infermation

b < Primary Special Need »

|
Beuin |DE-DE-2018

Payee Nnme E]
Statys |INONE] = Stotas Date
Decision Date Paym—ch

Sub Adopt Cases - New Window (New)

A new window has been added to Subsidized Adoption cases that will allow Central Office Staff to
document additional data on private adoptions. This window is for Central Office use only.

Entering Adoption Dates (Change)

In order to enter Adoption Dates, there must be two instances of Parental Rights indicated as "Not
Intact’, ‘Terminated’, ‘Relinquished’ or 'Death’.

Entering Parental Rights (Tip)

The following steps should be followed when entering Parental Rights.

1. From the Parental Rights window, select the Child from the drop down.
2. Click the Add Parental Rights button.

G rocws paeal s

ifﬂl Actiom  Helg

LT

e = -

Parental Rights

ADD

e R

: || Add Pasental Fights |

Status Hegin

End Date Unknown Parent Name
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The Add parental Rights window displays.

3. Select the parents from the
Parents list box
You can multi select if
appropriate.

4. Enter the Begin Date and
Status.
5. Click Add.

Chikd

Mame  HENNY SIMPS0N

Histhdate 05031999

Parealfs]
Hame
HOMER H SIMESON

I MARGE S1MPEON

Sew

Unlnowm

FATHER
MOTHER

. . . Eegin Date Siatus s
The information selected will T e = 4
display in the Parental Rights Mervoe |
section. N Parcnis| Rights
1 Status. Begin Date  Unkneawn Pasent
[ |
L
ok Cancel
. N-FOCUS - Add Pasenial Rughas
6. Click OK I :
. . Chitd
The Parental Rights window Mame  BENNY SIMPSON Binhdate 05031599
displays with an asterisk p—
next to the Add Parental L | i Sex —
Rights button. I WoTHeR
Aegin Dste Status adal |
I T
Parental Rights
Staius Hegln Date U ehminwe Parend
TEAMINATED 13022011 HOMER H SIMPE0N
TERMINATED 03032011 MARGE SIMPSON
0k Caneel
N-FOCUS - Parental Rights =
Ffile Actions Help .
-] [y EE |
UPDATE
~Parental Rights
Child  [BENNY SIMPSON | " Add Parental Rights
Status Begin End Date ‘Unknown Parent Name Update
TERMINATED 03-02-2011 MARGE SIMPSON 4'
TERMINATED 03-02-2011 HOMER H SIMPSON
Exceptions
< . 4 Appeals

7. Click Save or Save and Close.
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Service Coordination Classification (Change)

The following Worker Role/Position Classification changes
have been made to reflect the Family Permanency Specialist - - —

N-FOCUS - Worker Role

Role. Is this the....
~ Primary Notice Worker
Contract Staff ¢ Additionsl Worker
e Family Permanency Specialist (FPS) ~ aresia Becsiable Laobik
e Family Permanency Supervisor (FPSUP)  Ermad Coniescr
e Family Permanency Manger (FPMAN) e
DHHS Staff

e Children and Families Outcome Monitor (CFOM)

Home Study Window (Change)

| " Family Permanency Specialist |

Only Org Related Persons who are 18 or older will pull into the Home Study window Applicants
field. This will be based on their Birth Date, therefore, Org Related Persons without a birth date will
also pull into the Home Study window.

Previously the Org
Related Person who was
identified as ‘Is Org’ was
designated as Applicant # 1 in
the Home Study window
Applicants field. With this
release, there will no longer
be a pre designation
regarding Applicant #1. The
user will now have to select

M-FOLUIS - Hinse Stusdy

SelectfClesr Apphcant 01

EE

T pEEEm

Applicantfs]
Nbr Name Approval Form SAA Signed Applicant Info_.. I

Approval Stalus... I
Child Spec. Info... |

select Narratbvers,,

1| | |
Sell Studies Completed

Select Bekgrnd Chi... |

both Applicant #1 and Applicant #2 by using the Action menu.

Printing Home Study (Change)

A Select Background Checks button has been added to the Home Study
window. Selecting this button will display the List Background Checks window.

From this window, you
can select the background
checks which will be printed.

1. Select (highlight) the
Background Checks
that you want to be
printed.

In this example, all of the
back ground checks would be
printed except for the second
one which is not selected.

Select Bekgrnd Chic.. |

5 =]

N-FOCUS - List Background Checks
File Actions View Help

CleN [ [

org
[ JOE'S PLACE 9 ‘

Birth Date

04-15-1970
04-15-1970
04-15-1970
04-15-1970
04-15-1970
04-15-1970
04-15-1970
04-15-1970
05-12-1970
05-12-1970
05-12-1970
05-12-1970
05-12-1970
05-12-1970
05-12-1970

Last Name First Name Results

INSERT

Result Date Type

09-01-2010
11-01-2010
09-01-2010

National Criminal Histo
Nebraska State Patrol
Nebraska State Patrol
09-01-2010 Sex Offender Registry
09-01-2010 CPS - Central Register
09-01-2010 APS - Central Register
09-01-2010 Local Law Enforcement
09-01-2010  Other [DMY, NDEN, Other
09-01-2010 National Criminal History
09-01-2010 Nebraska State Patrol
09-01-2010 Sex Offender Registry
09-01-2010 CPS - Central Register
09-01-2010 APS - Central Register
08-01-2010 Local Law Enforcement
09-01-2010  Other [DMY, NDEN, Other

INSERT
INSERT
INSERT
INSERT
INSERT
INSERT
INSERT

INSERT
INSERT
INSERT
INSERT
INSERT
INSERT

Begin Date I End Date

’—Hesult Date Range
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2. Click the Blue Select Arrow.
The Home Study window will display with an asterisk next to the Select Background Check

button. N-FOCUS - Home Stiad
3. Click Save Fi s oo Gt o b
L] ) (]
Type INITIAL Date Completed [12057010 Purpass  [Foster Core B

Applicanifs)
Nbr Name Approval Form SAA Signed ARpitcAntinio-= I
01 JOE INSERT

A | M select Namathves.. |

Marriage Dale ful_. 14-1945 Self Studies Campleted [ R IES_E_IEEEEQ_HW Chk,.ﬂl

Home Study Window - Save Icon (New)

With this release a Save icon has been added to the Home Study window to allow the user to
save any information on the Home Study window and allow the user to leave the window. However,
prior to saving, all required information must be entered on the window.

Home Study Printing (Change)

Previously if an Initial Final version of a Home Study was never
printed prior to an Update Final version being printed, the word

“Draft” appeared on the Update Final version. With this release this D |_| |_| S /
has been fixed. )
N E B R A S K A

Department of Health & Human Services

Note: The new DHHS logo has been added to the Home Study.

Home Details Window (Change)

You will now have the ability to multi-select facilities listed on the Home Details window.

Additional changes include that the columns in the Facility Type group box have been rearranged.
The new order is Facility Type, Slots, Status, Begin Date, Reason, IVE indicator, IVE Date.

[B] n-FOCUS - Home Details =loi=|

Fle Actions Detad Golo Help

Organization Name JOE'S PLACE 4

FOSTER HOME - TRADITIONAL 2 INQUIRY 0-01-20 Add |
INQUIRY 10-12-2010

GROUP HOME :
RELATIVE FOSTER HOME [LICENSED) INQUIRY 10-04-2010
Hemowve !
| J | History
Page
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Home Details - Update Facility Type Status (Change)

To update the Facility Type Status, follow these steps:

1. Select (highlight) the Facility Type. Add Faciltty Type
You can multi-select the Facility Type(s) if E Hemerve Faciity Ty
appropriate.

2. Click Actions>Update Facility type Status

Change IV-E indicabor

Creats Home Stady 3
| Print Out of Home Setting Ascescment
[ Print Placement History Report

The Update Facility Type Status pop up will display.

3. Select a Status from the Select

a Status Drop-Down.
4. Enter the Begin Date. ( Select a Status r i
Note: Previously, when the i D5eese i
.y A Ve
Facility Type Status 1 Bogin Date [ |10 |
Closed i
was changed, the 1 i
Begin Date defaulted I
to the current date. |
The worker will now
0K | Cancel |

enter the Begin Date,
either current or past
date only.

5. Click OK.

Update Facility Type Status to Closed (Change)

When the Facility Type Status is set to "Closed’, the field, ‘Select a Close Reason’ will display. The
list has been tailored based on the Facility Type. Select the appropriate reason and click OK.

Selecta Status  |[(SEEEHINGEG_G_—G.
Begin Date I

Select a Close Reason

0K | Cancel

Page

11



Update Campus Organization (New)

There is a new option on the Detail Organization window under

the Actions menu. This new option is "Update Campus Organization’.
This function will be completed by Central Office staff and used in

federal reporting.

’

N-FOCUS - Detail Organization

File | Actions Detals Goto View Help

E Identify Permanent ORG

0 Identify Duplicate ORG Crl+0

Delete Organization
Update Organization Status
I Update Organization Campus

Secure/Unsecure

1 Copy Organization Index Info F12
Print Organization Bar Code Ctrl+5hift+0
=]
Background Checks (Change)
Previously, when the —mx]

Background Checks icon on the
Detail Organization window or
Detail License/Approval window
was selected, all Org Related
Persons were pulled into the
Detail Background Check window.
With this release, only Org Related
Persons who are age 13 and older
will pulled into the Detail
Background Check window.

Since this will be
based on birth date,
persons without a
birth date will also
display.

Note:

License/Approval (Change)

File Actions Yiew Help

ST

asc|[--c
_—cfl| rEc

Organization
’V JOE'S PLACE 9 ‘
Last Name First Name Birth Date  Result Date Type Results
INSERT MARY 04-15-1970 _ 09-01-2010 | Criminal History
INSERT MARY 04-15-1970  11-01-2010 Nebraska State Patrol
INSERT MARY 04-15-1970  09-01-2010 Nebraska State Patrol
INSERT MARY 04-15-1970  09-01-2010 Sex Offender Registry
INSERT MARY 04-15-1970  09-01-2010 CPS - Central Register
INSERT MARY 04-15-1970  09-01-2010  APS - Central Register
INSERT MARY 04-15-1970  09-01-2010 Local Law Enforcement
INSERT MARY 04-15-1970 09-01-2010 Other [DMY, NDEN, Other
INSERT JOE 05-12-1970 09-01-2010 National Criminal History
INSERT JOE 05-12-1970  09-01-2010 Nebraska State Patrol
INSERT JOE 05-12-1970  09-01-2010 Sex Offender Registry
INSERT JOE 05-12-1970  09-01-2010 CPS - Central Register
INSERT JOE 05-12-1970  09-01-2010 APS - Central Register
INSERT JOE 05-12-1970  09-01-2010 Local Law Enforcement
INSERT JOE 05-12-1970 09-01-2010 Other [DMV, NDEN, Other
o I

Result Date Range

’V Begin Date End Date

With the Nov 2010 release we added an edit that a License/Approval Begin Date cannot be prior to
the most recent Background Check. This has caused problems due to the fact that Background checks
can be added by so many staff other than RD workers. So, with this release this edit has been removed.
However, all Background checks must be completed within six months prior to the Begin Date of the

License/Approval.

Child Care Without Regard to Income (Change)

Currently a Child Care program case will have the assistance code of "Without Regard to Income’
when the CFS Program case has an Assistance Code of Safety Assessment and the Service Need Reason
selected in Child Care budgeting is "Needed for Safety Assessment’. Now, the same will be true when the
CFS program case Assistance Code is Non-Court for the budget month and the Service Need Reason
Selected is "Needed for Safety Assessment’.
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YRTC Narrative Added (New)

YRTC Narrative has been added for e s e ]
Youth Rehabilitation Treatment Centers ﬂ E@@ Bl
in Kearney and Geneva. The purpose of i G P =
this narrative is to support e
communications between the YRTCs and Legai 058 Commbment
the Juvenile Service Officers. R e 0JE et 1| giue JDirect Comeut Conmmonity Separinion <]

Date j
Ostn 03177009
The narratives will be available to be
Free far Adagtian Legal Histarny...

read by anyone; however, only YRTC I L oiEres ]

staff will be able to enter information Adgpilen_
into these narratives. e — ni':::"m_
Trhal Count | =] T

Milhury Sastus [peteE; =) Batnmity..,

WA

“"'"‘“ IW! j | WHIC Nuraioe |

YRTC Narrative Subject Areas (New)

The following Subject Areas are available for the

8] H-FOCUS - Search Narrative

new YRTC Narrative:

e Contacts

* Medical

e Consultation Point

e Education

e Treatment Plan/Program

| s | |

Selection Condition
C Select All r

Subject Area

Contacts

Consultation Point
Education
Treatment Plan{Program

AND{OR
Date Range

Fram | To |

Clear Cancel Help

LB 800 - Sealing Juvenile Court Records (New)

With the signing of LB 800 in July 2010 there is more emphasis on sealing Juvenile Court Cases. To
support the requirements of LB 800 N-FOCUS is implementing a process to mark a court record as
sealed. Showing that a record has been sealed will act as a warning to indicate that the information
related to the Court Hearing is not to be released to the public. The intention of this enhancement is to
protect the DHHS Employee from committing or being charged with perjury as written in LB800.
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How to Seal a Court Order (New)

To seal a record, follow these steps:

1. From the Detail Program Case window, click the Legal Action button.

(R ——

e whew ves e Dwisl el

P (3 o ) (5 Y
e O 2 B 2T

The Search Legal Action window will display.

Enter the search criteria. & N-Focus - Search Legal Action

It is recommended that you
search by either the Name or the
Docket Number and Page from
the Court Order that indicates

the records are to be sealed.
Click the Search button.

If there are multiple records, a list
window will display. If only one
record matches your search
criteria, the Detail Legal Action

Iwagran st imatipn Admminhaltvr foles J
Prageim CFY cOuHT ez | Leget desn Cove Detett |
Slatun Acthve Dty egin ate 03-01-7008
Paputstian Sened
Musier Cose 10 B Muode  ASSHNED clivnbi
Ceaniletan Paiml
Tragram Ceee Peaveas
Last Firan M s MLES § Flule B Blegis Enil Fates Are
SIMPRON BT BASTFAFLIBS PARITICIPAN  AC R900-2010
SIMPEON HOMER B CFS PRRNC  AC OZ-01-FO0%
HIMPEON LISA BARTFATHIGE PRRTICIPAN &L OG-00-200
SIMPEON MAGTIE BAGTFIFLI R CFS PARTIC AL 10003018
EIMPEON MARGE B CFE PARTIC  AC 02-00-FODS

Program Case
’V Master Case ID 8

Program CFS

~Legal Action

Name . [GNEI e |

Hearing Type I[NONEI j
Petition Type I[NUNEI j
Results I[NONEI j

Docket Number I[NUNEI j Page I j ™ Court Report
Search | Clear | Cancel | Help |

window will display with the Court

Order information indicated.

Select (highlight) the name of the youth.
The sealing of records should apply to Delinquency cases only. This type of legal action
should only have one person (the youth) listed as a participant.

Select Actions>Seal Record.

LIPDA]

Coierto.. I
Leqal Agents... |
Cansultation Paink._. |




SEALED will display in the column headed Sealed just to the left of the name. If this action
was taken in error, close the window without saving.

1] 0 1OCI - ot Ll Actom ik
2 0 o BE]

Participants
Sealed | MName Legal Stalus  Docket Court... I
Consultation Peinl.. I

1] | _!'j

b=

6. Click Save or Save and Close.

How to Unseal a Court Order (New)

To Unseal a record, because either a Court Order is received directing you to Unseal the record, or
the record was Sealed in error, follow these steps:

1. From the Detail Program Case window, click the Legal Action button.
The Search Legal Action window will display.

2. Enter the search criteria.
It is recommended that you search by either the Name or the Docket Number and Page
from the Court Order that indicates the records are to be sealed.

3. Click the Search button.
If there are multiple records, a list window will display. If only one record matches your search
criteria, the Detail Legal Action window will display with the Court Order information indicated.

4. Select (highlight) the name of the youth.
The sealing of records should apply to Delinquency cases only. This type of legal action
should only have one person (the youth) listed as a participant.

5. Select Actions>Unseal Record.
Notice the option Seal Record is disabled.

m H-FROUS - Detadl Legal Aot

Cour....

Legal Agents...
a - Consultation Painl..,

Legal Status Docket

UNSEALED will display in the column headed Sealed just to the left of the name. If this
action was taken in error, close the window without saving.
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L[]

Paricipants
Scaled

2 = [T

Leqgal Status Docket

=Iol=]

[ BJE

6. Click Save or Save and Close.

Seal History Window (New)

| ]

UPDATE

Court...
Legal Agents...
@ Consultation Painl...

In most cases the Sealed column on the Detail Legal Actions window will be blank; however, when

something is reflected in that column (SEALED or UNSEALED) you may view the history of the action to
determine when the actions were taken.

To view the Seal History, follow these instructions:

1. From the Detail Legal Actions window, select Detail>Seal History.

Bl n-rocus - Detail Legal Action

Fie Actors | Detsl Golo Help

e .
_._._| - _| Legal Agents...

Consultation Port. ..

Participz

Sealed Partiopant HStery...

Legal Status. Docket

w  BE

UNSE scaretry..

_HHS-0JS Ward

UPDATE

Court... |
% Legal Agents... |

|{'ji Consultation Point... |
rlf

4] | il |
The Seal History window
will display.
First Name Last Name Begin Date End Date
BART SIMPSON 03-02-2011 03-02-2011

If a sealed action has
been overturned or
unsealed then the end
date will appear. Sealed
records would only
display a Begin Date.
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Intake Consolidated Narrative (Change)

The Intake office has requested to discontinue the use
of the three part narrative that was introduced in March
2010.

Effective with this release when an Intake Type is
selected and the Narrative icon is selected, the following
Search Narrative window will open as it did prior to the
March 2010 enhancements.

Changing Intake Status Reason/Priority (Change)

=

Selection Condition
 Select All (&

Subject Arca

Intake
Consultation Point
Production Support

AND/OR
Date Range

From |

| et |

To |

Help

Clear ‘ Cancel ‘

With this release the Intake Supervisors and Selected Central office program Specialists will be able
to change an Intake Status Reason and/or Priority without having to reopen an intake.

The current DHHS Employees that are able to take this action are as follows:

INTAKE SUPERVISORS:
¢ Amanda Nawrocki
e Kelly Douglas
e Kari Pitt
e Ellen Wilkins
e Tayla Dickey

ADMINISTRATORS/PROGRAM
SPECIALIST
e (Camas Diaz
e Suzanne Schied
e Julie Hippen
e Greg Brockmeier

Once this action is agreed upon, the selected authorized persons will follow these steps:

1. From the Detail Intake window, select Actions>Update Status Reason/Priority.
& rocvs b =
iFIe Actoes Delsd Goln Heb
B W [5lE
[ M Frze ntsk= UPDATE

[ uocate Stasis RessonPriosity Number &5 Add Allegation
Priotity 2 Status Date 11-23-2010 =
pion Recelved Date [11-11-20710 =
Calles/Reporier .
L |EI me | il Records Check
e E Lest Update Date 10-26-2010 T
T Initake 5 PC
Histary
Select Caler Reporier
S0 j Type [J\.dull Protective Services :J

The Select Status Reason pop up will
display.

Depending on the current status and
what the new status will be, both the
Status Reason and/or the Priority
selections may be enabled.
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N-FOCUS - Select Status Reason

Enter the Status Reason for the current Status

Status Reason [ABS Investigationt I -

Enter the Priority for the Intake

Priority |2 -

Lo |

Cancel ‘




Select the appropriate Status Reason.
Once a Status Reason is selected, N-FOCUS
will determined if a priority is
required. If a Priority is not
required, the Priority field will be
cleared and disabled.

N-FOCUS - Select Status Reason

Enter the Status Reason for the current Status

Status Reason |Does Not Mest Definitiont " WININT -

Enter the Priority for the Intake

Priority |—4|
3. Select a Priority if approriate.
4. Click OK.
Note: There is also the option to change oK Cancel
just the Priority if the current
status reason already had a
Priority.
After selecting OK you will be taken through a
series of diaIOgue boxes. (These are the same The Status Reason andfor Priority will be changed to
steps currently followed when changing the status Does Not Meet Definition

from open to closed.) During this process, one of
the messages is the Update Status Reason/Priority
Confirmation window.

These and any other ch to the window will be SAVED now.

[Mo further updates will be allowed)

Do you want to continue?

In most cases, this window is your last chance Yes No

to back out of making the selected changes. The
remaining messages you will see are for

informational purposes and to print the Law Enforcement Notice when required.

Reasons to Reopen an Intake (Change)

With the change indicated in the above section, the only reasons to Reopen an Intake are those
listed below:

To remove a person (Coming in July)

To remove an Organization (Coming in July)

To add a Caller/Reporter

To Change the Intake Type

The Intake is in Final Status and any change is required

Family Permanency Specialist/Supervisors Security (Change)

To support the CFS Reform efforts the following security changes have been made that impact what
a Family Permanency Specialist (FPS) and/or Family Permanency Specialist Supervisor will be able to do:

Both will have inquiry access to Child Protective Service (CPS) Intakes only

Both will have inquiry access to CPS Allegations and Central Register only

The FPS Supervisor will now have the authority to approve Independent Living Plans
Contractor Supervisors will now be able to finalize Safety Assessments, Safety Plans,
Protective Capacity Assessments, Protective Actions and Conditions for Return.
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APS Investigation and Marital Status (Change)

Family Relationships icon has been added to the Detail APS Investigation window to accommodate
workers needing to add Marital Status before submitting their Investigation for review.

1. Select ‘Update Status’ from Draft on the Detail APS Investigation window
A Marital Status Information box will display reminding you to enter Marital Status if it has
not already been entered.

2. Click OK
The Detail APS Investigation window will display.

H-FOOUS - Detail APS Investigation

Fle Acoons Detsl Goto Help

ES|ED i

APS Case Name HOLY SMOKE SR
Imvestigation
Type |Investigation =|  Imvestigstion Number 62230332 Investigation Narrative
Begin Date [0z-08-2011 Tie Intake IE Domain Namative
Status Draft asol 02082011  Updated By DSS2908 Staed ttany
Paraane in Investlnatian

3. Click the Family Relationships icon.
The Family Relationship List window will display.
In the following example, one alleged victim has a marital status entry and a second victim

does not.
=] w-
Fie -'-m View th
] el ;
B> Dﬂ = FER
s
Mame Age  Birdhdate Yerification Sow
Helationship Type MName JEDD Begin Date
SMOKE HOLY 77 01-02-1934
Married 02-14-2000 UNVERIFIED

4. Select (highlight) the person for whom you want to add the information.
5. Click the New icon.
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The Add/Update Family Relationships window will display.
6. Select the appropriate Relationship Type.

7. Enter the appropriate

N-FOCUS - Add/Update Family Relationships _o]x

Begin Date Fie Hep
8. Click Save and Close. E

Ml S5

Person

NOTE: Instructions

Py

Relationship Type

are accessible
via the Menu
bar Help item.
If you need
further
assistance,
contact N-
FOCUS
Production
Support.

Divorced

Non-Relative
Parent (Adopt]
Parent [Bio)
Parent (Step)
Relative
Sibling [Adopt]
Sibling [Bio)
Sibling [Step)
Widowed

Begin Date

02-14-2000

Marital Status

APS Program Case
Registration (Change)

[o3-07-2011 16:11:07

When registering an APS Program
Case, only a Program Case Begin Date will
be required.

NOTE: Remember that if any APS
service authorization was
required for a date on or after
the Intake Received Date but
prior to the date you are
registering the APS program

AID TO DEPENDENT CHILDREN/MEDICAID
ASSISTANCE TO AGED, BLIND, DISABLED/MEDICAID
CHILD CARE
CHILDREN A
EMERGENCY
SUPPLEMEN

FORMER Wa 04-16-2011|
JUVENILE CC

MEDICAL AS:

PRESUMPTN

SOCIAL SERY 0K [ Cancel |
SOCIAL SERY

SUBSIDIZE

N-FOCUS - Program Case Begin Date

case, you must enter a date that will allow you to cover the service authorization.

You will no longer be asked to make
redundant date entries or to select an
Assistance code or Fund code. The
Assistance code and Fund code will be
set automatically to “Disregard Income”
and “Social Services Block Grant.” You
will not see them unless you access the
Case Detail window from the push
button on the Detail APS Program Case
window or Program Person Information
window from the Program Person push
button.

N-FOCUS - Detail Program Case _ ||
Fie Actons View Goto Detal Help

Lt 0] [0 =] [
I = 2 s 2 [

UPDATE

Program Information Administrative Roles ‘

Program APS DISREGARD INC ID 56089994 | Case Detail h
Status Active Status Begin Date 04-16-2010 | ‘

Master Case ID 399 Mode ASSIGNED |

Program Perso

Program Case Persons

Last First M Ext MMIS # Role St Begin End Status Re:

4

04162011 | 11:42
Go to Program Person Information 03-07- A7
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APS Investigation Status Edit (New)

An APS Investigation cannot be updated to Final Status until a Finding has been entered for each
Allegation within the Intake(s) tied to the Investigation has a Finding.

APS Allegation Finding Codes (Change)

With the March 2011 release, there are changes in the allegation finding codes for Adult Protective
Services intakes. If an allegation has been substantiated in a court setting, the finding will be Court
Substantiated. If an allegation is in process of being considered for court action, the finding will be
Department Substantiated/Referred for Legal Action (displayed on the dropdown list on the Finding
Information window as “Dept Sub Refer Legal”).

N-FOCUS - List Allegation M[=1 E1

File Actons View Goto Help

O] ™

Alleged Area Type Alleged Intake Finding Finding
Perpetrator Victim Number Date
SAM SCAM A FINANCIAL EXP  LEAH STIEL 49 DEPT SUB  04-01-2011 :

Note: On the List Allegation window, the Finding short decode may not be easy to remember.

Reminder:

DEPT SUB=Department Substantiated/Referred for Legal Action
DEPT SUBS=Department Substantiated

A
SSAD and SSCF Case Plan (Change)

The Case Plan pushbutton has been disabled for use with SSAD and SSCF Program Cases.

Organization Assignment Transfers (Fix)

With this release, on the List Org Assignment window, workers will now be able to multi-select the

facility types to be transferred. Previously, when multi selected an error message was displaying. This
error message has been removed.
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